
DA, including any action on behalf of the SA on appeals from denials of information and
ensuring proper resolution of issues involving access to information in Army records.

k. Serving as the Designated Agency Ethics Official for the DA, including technical oversight
of the Army Ethics Program, and exercising final authority within the Army for all ethics
matters.

l .  E x e r c i s i n g  t h e  S A ’ s  o v e r s i g h t  o f  i n t e l l i g e n c e  a c t i v i t i e s  a n d  m o n i t o r i n g  s e n s i t i v e  A r m y
intelligence and criminal investigative activities for legality and propriety.

m. Serving as point of contact for legal matters between the DA and the Office of the General
Counsel, DoD, and the general counsel offices of the other Services and other Federal agencies.

n .  S e r v i n g  a s  p o i n t  o f  c o n t a c t  b e t w e e n  t h e  D A  a n d  t h e  O f f i c e  o f  S p e c i a l  C o u n s e l  a n d
overseeing DA compliance with Special Counsel requests for investigation.

o. Taking final action on claims filed against the Army under the Military and National Guard
Claims Act, the Foreign Claims Act, and the Maritime Claims Act.

General Orders #3 (page 12)

Administrative Assistant
 
The Administrative Assistant (AA) to the Secretary, the senior career official within the Army, 
is the principal civilian advisor to the Secretary with respect to administrative matters and has 
oversight of the administration function within the DA. Among the responsibilities of the AA are—

a. Maintaining custody of all records, books, and papers of the DA, including responsibility for
authenticating departmental publications and official papers.

b. Developing policy for and managing the following DA programs: committee management,
including membership appointments; fund-raising; contingency funds; publishing; SA travel
p o l i c y  a n d  e x e c u t i v e  a i r c r a f t  o v e r s i g h t ;  a n d  p a s s p o r t s / v i s a s ;  a n d  i n  c o o r d i n a t i o n  w i t h  t h e
ASA(CW) and the Deputy Chief of Staff, G–1, the Regulatory Program and Unified Agenda of
Federal Regulations.

c. Serving as DoD Executive Agent in the National Capital Region (NCR) for the following
s u p p o r t  f u n c t i o n s :  n e t w o r k  m a n a g e m e n t  a n d  s e c u r i t y ,  c o n t r a c t i n g ,  t e l e c o m m u n i c a t i o n s ,
r e c r e a t i o n ,  f i t n e s s  ( P O A C ) ,  r e s e a r c h  s e r v i c e s  ( l i b r a r y ) ,  m a i l  a n d  m e s s a g i n g ,  t r a n s p o r t a t i o n ,
passports, logistics and administrative supplies, and Pentagon chaplain.

d .  P r o v i d i n g  a d m i n i s t r a t i v e  a n d  m a n a g e m e n t  s e r v i c e s  t o  t h e  h e a d q u a r t e r s  a n d  i t s  f i e l d
operating and staff support agencies in the following areas: manpower and general management,
mission and functions, information technology, internal review and audit compliance, financial
management (programming, budgeting and accounting for overall execution of HQDA resources),
p e r s o n n e l  a d m i n i s t r a t i o n ,  e q u a l  e m p l o y m e n t  o p p o r t u n i t y ,  s e c u r i t y  a d m i n i s t r a t i o n  ( p h y s i c a l ,
p e r s o n n e l ,  c o m m u n i c a t i o n ,  i n d u s t r i a l ,  i n f o r m a t i o n ) ,  s a f e t y  a n d  o c c u p a t i o n a l  h e a l t h ,  s p a c e
management and renovation, Initial Denial Authority under the Freedom of Information Act,
records management, civilian drug testing, organization matters and studies, official mail, visual
information services, and other administrative support assigned by DoD.

e. Serving as Army point of contact for transition activities and providing administrative
continuity in the Army Secretariat during normal changes.
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